
Module 1: Tour of eJAS

This section reviews:

How to access eJAS and tech tips

Provides a basic tour of eJAS pages 
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eJAS- electronic Jobs Automation System

• eJAS is a major part of how you document a BFET participant’s 
enrollment, activities, progress, and support services. 

This section will be a quick tour of eJAS to begin to get familiar 
with the system. We will cover each area in more detail in 
subsequent sections.
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eJAS tips
• Web browsers:  eJAS does not work with all web browsers

• Internet Explorer is best

• Chrome works pretty well

• Microsoft Edge works pretty well

• Firefox works so-so

• Safari does not work

• When navigating around eJAS do not use your browser’s Back
button. Use the eJAS navigation buttons

– If you use the back button – hit refresh and eJAS should come back 

• Many links open in a new window – turn off pop up blockers 
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eJAS tips

• eJAS is not exclusive to BFET. Other DSHS programs also use 
eJAS so there are some features and codes available in eJAS 
that BFET will not use.

– Refer to the BFET Provider’s Handbook and eJAS training materials for 
the component codes, closure codes, and reports that BFET does use.

– Anything not covered in the BFET Provider’s Handbook and eJAS 
training materials is used by a different DSHS program and should not 
be used by BFET 
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Logging in to eJAS

• You will access eJAS through the Secure Access Washington 
(SAW) portal https://secureaccess.wa.gov

When you receive your eJAS login information you will also 
receive detailed instructions for how to create a SAW 
account and how to add the eJAS service code to your 
SAW profile. 

*The SAW eJAS Service Code for eJAS access changes 
periodically. Please contact SWBFETPolicy@DSHS.WA.GOV
for the latest eJAS service code.
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Logging in to eJAS
If you have issues logging into eJAS or need a password reset, click 
the Password Reset/Help Desk link for a list of the phone numbers to 
call for reset help.

Most BFET providers will use:
(360) 664-4560  option 2

ESD and SBCTC have separate contacts

**eJAS access is automatically 
deactivated after 30 days of 

inactivity. 
Log in frequently or set a 

reminder. 
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eJAS Models
Once you login to eJAS you may be 
asked to choose a Model.

All BFET providers should use only 
the BFET Models to access BFET 
participants:  Region 1, Region 2, 
Region 3 and 130.
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This is your Home screen. From here 
you can:
- Access your Caseload screen
- Search for a participant by eJAS ID
- Link to the BFET Eligibility tool 
- Link to E&T Reports
- eMessage Center
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This is your Caseload screen which 
shows all participants that are 
currently active with your agency.
- To show on this screen the 

participant must have an open 
component

- Active Basic Food Assistance
- Not active on TANF

You can access your Historical Report here
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This is your Historical Report screen
which shows all participants that 
were active during a selected time 
period.
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This is a Client screen. You can 
access this screen by clicking on 
the link for participant’s name.

Links you will use to view and enter 
information for the participant

Participant demographic information 
Clink on name link to see detailed information 
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Detailed client 
demographic information 
including:
- Basic Food Assistance 

(BFA) status and info
- Temporary Assistance 

for Needy Families 
(TANF) status and info

- Refugee Cash 
Assistance (RCA) status
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E&T Component Information screen shows the component(s) 
that the participant has open and details of each component.
- Shows components for all providers and programs
- Also has links to add or update components with your 

agency
- Link to Component History

Client Screen Links
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Component History screen shows all 
of the components that the 
participant has had in the past.
- Includes details of dates and 

hours for each component
- Current components will also 

show on this list in bold
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Client Note screen:
This is where you will view and 
enter client notes to document 
participation and progress.
- Client Notes must be entered 

at least once per month
- Client Notes are visible to all 

eJAS users 

Client Screen Links
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Employment Information screen:
- Where you can add new 

employment information 
- Shows the participant’s 

current employer recorded in 
eJAS

- Shows employment details
- Link to Employment History

Client Screen Links
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Payments link will get you to the 
Participant Reimbursements 
screen.
- Participant Reimbursement 

screen shows info for 
Participant Reimbursements 
(PRs) that have been issued 

- Has button to create a new PR 

Client Screen Links
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eMessage Center

These links will show on your Home Screen and on 
the top of most pages 

You will have access to 2 eMessage centers:

1 – for messages sent specifically to your eJAS ID 
– visible only to you

2 – for messages sent to the general contractor code
– visible to everyone assigned to your 

provider contractor code

*Check at least once per week*

Home Screen Links
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Looks and functions similar to 
email. Ability to read and send 
messages to other eJAS users.

The BFET field operations team 
will use this to notify you of 
information regarding a 
participant’s case.

Link to Task Reminder tool

eMessage Center
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Task Reminder allows you to 
create tasks for yourself or others 
in eJAS with a specific due date. 
You can include a specific eJAS ID 
and a note for the action needed 
to complete the task.

This is just a tool you could use if 
you find it helpful.
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Home Screen Links

BFET Eligibility opens a tool where 
you can enter the potential new 
participant’s SSN or eJAS ID and 
eJAS will determine if they meet 
BFET eligibility requirements.

If they are eligible, you will be able 
to enroll the participant and open 
components
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Home Screen Links

E&T Reports

There a several reports available in 
eJAS that can be used to help you 
manage your caseload and provide 
you with information for BFET 
participants across your agency
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Tour of eJAS
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Each of the screens and functions shown in this overview are covered in 
more detail in the remaining modules of this eJAS training.

If you have questions please contact your assigned BFET Field Operations 

Program Consultant or email BFETHelp@dshs.wa.gov

mailto:BFETHelp@dshs.wa.gov

